CHRISTA User’sManual Registration
Registering a Student for External Non-costed Training

Registering a An individual may be registered for a specific external course session

Student for with no costs.

External Non-

costed Training Thisis the only screen that can be used for registration of an external
course.

To register a student for a non-costed external course:
1. Atthe“Home" screen, click on* Develop Workforce.”
2. Click on* Administer Training (GBL).”
3. Click on*“Use”

4.  Click on “Student Training.”
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The “Student Training” screen is displayed.
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5. Enter the employee’s ID number or click on the magnifying glass.

When you use you click on the magnifying glass a search screen is
displayed.
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6a. Enter the employee' s namein the “ Name® field.
Use the PeopleSoft convention: Lastname,Firstname

6b. Or, enter the last name in the “Last Name” field.
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7.  Click onthe “Lookup” button.
CHRIS displays alist of all DOE employees with that name.
However, users will be able to access only the employees associated
with their organizations.

8.  Click on the employee to be registered.

The employee ID number is displayed.
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9. Click on“Search.”
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10.

The “Course Information” screen (the employee’ straining record) is

displayed.
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Toregister the student, INSERT A ROW, if other Course
Information isalready present.

Click on the to insert arow.

A new screen is displayed requesting the course and student
information.
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When registering an employee for an external class, bypassthe
course code.

11. Enter the “Course Title’ and “Start/End” dates.
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12. Scroll down to see the remaining portion of the screen.
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13. Click onthe down arrow to theright of the “ Attendance” field to
display alist of possible student status levels.
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Attendance L evels

The attendance levels are in aphabetical order and are defined in the
glossary. Each local DOE office may use its discretion at which
attendance level to begin tracking training requests.

Training Reason

14.

15.

“Training Reason” isarequired field.

Click on the down arrow to the right of the “Training Reason” field
to select the reason.

Click on the down arrow to the right of the “Course Type’ to select
the type of course.
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16. Click onthe “Training Request Data” tab.

17.

18.

The “Training Request Data’ tab is displayed.

' 1 e giossded by DRALLNIRISE
Eﬂ Eok M Fivodter Imi Hﬂ: -
£ - -8 3 3R & S8 5 F
e RN “"’-"' “"?_._..___._.__._._._._....!‘.._'."'.'.'_._E.‘!' dEeie
[k [ s 1193 245,243 30 vt et s e ) et =] e ||k =
Hintiea + Disaedon Winikbres « Sadovanbikis Taming = Uio « SN T b FAnU &
{Cowse Elideni EnmimEnt ' Traning RequestCaby S Fesment e Turion Exl S and Ong Address

John Coe Ermpilte 55555 [

Traming Angusst Deta

Tradsisg Pt Rl HE#® s I“"'-'-'!W'

Traisisg | | Han (3 Tramisn Denvs: |

Oliocthss | Dty birs: [T menmmeses [
sever [ s [

wena: 4  odEns Log I. :Ld‘d

1]
e R T e I

Enter the “Training Objectives’ if known.

Enter the number of hours for the classin the “ Duty Hrs’ field
and/or “ Non Duty Hrs’ field.

Verson 8.0
February 2002

3-26



CHRISTA User’sManual Registration
Registering a Student for External Non-costed Training

Note: Thisisthe only way that the hours will be placed in the
student’ s training record.

There are four training codes to enter.

19. Enter the code next to each field. If the code is not known, press the
magnifying glass to the right of the* field to display the values for
that field.

All four training codes are entered.

raining - Micensolt Intereel Emplorss prosided by DERALLARIGE

B Ed Wew from Tk leh &
ol (N T W, T - O R e R, S |
| Beck Snem il Sicp Adresh  Hore Spach Favoses  Hedmp Wl Pk Edit Dnnss |
| Bgiess J) hioo 190 245 245 A els A et i ] Tomd= s =] B | ke
Hirma = D e Wordoms = Adminedee Trsiniog = Lige =8 Traieg P AR =
Course Studen Emnbment o Traineg PeoussiDaa 4 Pavmend bdimafion Tulion Ecperses | Sigretues and O sdd ges
[John Doe Emil: 55555 |
Trzming Reguest Dats A A
Training Rogasst Bumber: MEWT Traming Floouest Dabe: 11530200
Trairitey | - | o Gad Trasming By [
Diiaciives: = Dutydrs: [0 heaDumyes: |
Puijinag: I-J_ Q) impo Ferd Timsar h_ﬂl Esac & Mgt

Sesrce: @ 0 G FAgn Spectaimt: [0 0 Mo GpeiFgm

g A FedEm: Loc: | B

Mame | Oy

‘]"nmdr\.- e Ll B A b e - i dﬂ
fiz] Bne T I e et &

There are currently over 700 vendors in the system. Make sure to
check for the vendor’s name prior to entering it into the vendors
table.

To check for avendor:

20. Click on the magnifying glass to the right of “ VendID.”

Version 8.0 3-27
February 2002



CHRISTA Usar’'sManual

Registration
Registering a Student for External Non-costed Training

The “Lookup VendID” screen is displayed.
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The user can also narrow the search to vendors containing a certain

Preferred Vendor
Search Tips word within the name.
To obtain alist of vendors starting with a letter, type the capital letter
in the description field and click on “Search.”
For example, typing “ M” will display all vendors beginning
with“M.”
Enter in the “ Description” field a“ %" sign (no quotes) and
the word.
Click on the “Search” button.
Only vendors containing the word will display.
For example, in the “ Description” field, enter a % sign and
the acronym USDA, e.g., %USDA.
Click on the “Search” button.
Vendors containing the word “ USDA” within the name will display.
Reminder: The system is case sensitive; the word entered will be
searched for exactly asit is entered.
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21. Enter the vendor’s name in the description field or aword in the
vendor’ s name with a percent sign. (e.g., Yomanagement%o,
%USDA%)

22. Click onthe “Lookup” button.

A list of vendorsis displayed.
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23. Click on the vendor for the course.
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The vendor ID is placed in the field, the vendor’ s name and address
are dso filled in.

24,

25.

26.
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Enter the “Fed EIN” if it does not appear. Thisisthe Taxpayer’'s
I dentification Number and may be obtained by calling the vendor.

Click on the down arrow to view the choices for location of training.
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Click on the appropriate choice.
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If the location or address of the training is different from the vendor’s
address, select other address and enter the information under the
“Location/Address of Training Site.”

27. Click onthe “Signatures and Org Addresses’ tab.
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On this tab you can enter the names to print out on the SF-182.
Click on the magnifying glass to search for and enter the appropriate
name in each field.

Note: The names you enter will remain and print out with titles on
al subsequent SF-182s. If atemporary change is needed to
accommodate other signatures, you can make the changes,
print the SF-182, and then change the names back.

28. Click onthe “Save’ button.

The class has been entered into the student's record.

Printing SF182 Y ou can print the SF182 after completing and saving the information
from Student required for each tab of the “ Student Training” screen.
Training

To print the SF182:

1. Click onthe “Course Student Enrollment” tab.
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2.
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The “Course Student Enrollment” screen is displayed.

Click on the “Printer” icon located to the right of “Print SF182.”
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The “Select Report Output Destination” screen is displayed. The

default setting is “Printer.”

Click on the “down arrow” and change “Printer” to “File.”
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4. Click the“ OK” button.

TF Siudent Tigining - Muorosdl kalesel Explaie poevided by DAAUHISE
| Bm E# Yaw Frads Jede Heo -
|~:-=,-*.tﬁii'|ftr=lﬂ'-_i3=.-.'_h-'=_'i1‘f.?él
Bext, Tl S Redmh Seach Fecses Holoy Nl Pl Ed Disans
| At 8] Hap-richarmet rall dos go % =] e ek
Harisd « Desk kp foforc e = Adrinstar Trdnmn . = Usg = Shusdrd Traisg blare Wi o =
| Cowsa BudintEmalimen 'Trnlnh_!"‘ Dala | Paymen Informalion | Tulion B>  Bignat mﬁmwmu.
John Doe Bepix 55555 =l
Workilew Esiry T
Ci i OO o Al i Thie |
wreenslEsgernat [ETEE Fauilhyr QRO Traming Clwssmam  Lsnguesger
Sessin g: ! o ] M 40 @ Esrolet 10 & wWading: 0
ST [ T SRam Tiesee G006 Esl Tissaz: A00F™e
Eoel Hisiin L
™ Comd Senace Rgresmend rsarl FrintZF1 E7 =]
o I Promaetshes Met Dratn eond: T . hd |
& ] ke

The “Student Training” screen is displayed.
5.  Click on“Home”
6. Click on “People Tools.”

7. Click on “Report Manager.”

Verson 8.0 3-33
February 2002



CHRISTA User’'sManual Registration
Registering a Student for External Non-costed Training

8.  Click on*“Inquire.”

9. Click on*“Report List.”
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The “Report List” is displayed.
10. Scroll to theright of the screen to display the “ View” link.

11. Click on*“View."
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12.

13.

The “Report/Log Viewer” screen is displayed.

Click on the “.PDF”’ link.
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The SF182 is displayed.
Click the “Printer” icon to print the SF182.

The SF182 is printed.
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